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____________________________________________________________________________

Work Experience:
Content Manager (Contract) ~ Virginia Department of Health/Sedona Group ~ Richmond, VA

· Managed the external website redesign project for the Virginia Department of Health’s website, including 26 division/offices and 35 health districts/departments. 

· Worked with division, office and department POCs and web team to redesign the layout/ format of the VDH website while adhering to a committee approved redesign template. 

· Updated, edited and created content for 26 VDH divisions and offices and 35 Virginia health departments and districts while complying with Federal Section 508 standards. 
· Worked full-time in the Richmond, VA office and remotely in Tampa, FL after relocating.
March 2011 – November 2011

 

Web Content Manager (Contract) ~ Capital One/Momentum Resources ~ Richmond, VA

· Authored and edited web-based, knowledge management content, including procedures, daily bulletins, team meetings and blogs on both a scheduled and on-demand basis.

· Coordinated with requestors, subject matter experts and content owners to create content via Content Management Systems (CMS), HTML and Dreamweaver. 
· Analyzed, organized and categorized content; identified solutions for content improvement to develop and execute business strategy while maintaining standards.
July 2010 – March 2011

 

Communications Liaison ~ Media General ~ Richmond, VA 
· Gathered, compiled and documented customer service procedures of new marketing products and services being offered through three outsourced call centers. 

· Authored and outlined promotions for skirt! Magazine home delivery and a Richmond Times-Dispatch Virginia Beach/Outer Banks summer vacation delivery program. 

· Acted as the liaison between marketing, circulation and the customer service call centers. 

March 2010 – June 2010

 

Managing Editor/Senior Writer ~ Advertising Concepts, Inc. ~ Midlothian, VA

· Managed all aspects of five magazine publications to meet deadlines and mail dates. 

· Maintained editorial and creative logs and tracked schedules and timelines.

· Ensured company procedures and established styles and standards were being followed. 
· Acted as liaison between publisher, writers, graphics team, photographers, advertising sales staff and advertising clients to make sure all deadlines and mail dates were met. 

· Managed freelance writers, provided editorial assignments and monitored progress of all assignments. 

· Proofed and copyedited all articles submitted by freelance and guest writers. 
· Proofed and edited the final layout of all publications prior to going to the printer/press. 

· Lead creative/editorial meetings and involved in all creative decision-making processes.

· Responsible for writing advertorials, editorials, advertising copy, marketing materials, headlines and radio spots for a variety of clients, businesses, products and services. 
· Authored publisher’s letter or edited publisher’s letter for each issue.
· Interviewed subjects and researched topics for stories, articles and advertising copy. 

September 2006 – May 2009

 Newsletter Editor ~ Mothers and More, Southside Chapter 102 ~ Chesterfield, VA 

· Created, designed, authored copy and proofed and edited the newsletter for the Richmond Chapter of a national, non-profit mothers’ support group, while meeting strict deadlines. 

September 2000 - September 2006

 

Customer Relations Supervisor ~ Capital One ~ Tampa, FL

· Managed, supervised, coached and counseled up to 20 full-time associates.
· Analyzed weekly compliance reports, submitting corrections to staffing department and providing feedback on an individual and team basis regarding performance. 

· Listened to recorded calls with associates to ensure policies and procedures were met. 
· Answered associate questions regarding customer accounts, policies and procedures. 

· Handled, researched and resolved complex customer service issues. 

· Responsible for handling escalated supervisor calls. 

August 1998 - April 2000

 

Marketing Services Planner ~ Time Warner ~ Tampa, FL and Richmond, VA 
Tampa:
· Set-up direct mail campaigns to new magazine subscribers for People and In Style. 

· Proofread and edited final direct mail billing layout proofs.
· Monitored and analyzed direct mail campaign response of existing and new subscribers. 

· Acted as the liaison between the New York marketing, advertising and art offices and the Tampa marketing, customer service and warehouse facilities. 
Richmond:
· Responsible for product, system and catalog set-up of the Time-Life/Heartland music merger, including proofreading and editing Heartland catalog copy.
· Responsible for coordinating projects and fulfillment for external clients, including Kiplinger, Dr. Art Ulene and The Firm. 

· Documented, distributed and trained on written procedures for all departments and operations to ensure quality service and high fulfillment levels. 

· Analyzed daily activity reports to troubleshoot and resolve systems problems and issues. 

November 1992 ~ August 1998
Additional Temporary and Freelance Work:
· Freelance Writer ~ World of Westchase (WOW) Magazine ~ Tampa, FL ~ 9/11-Current
· Temporary Content Manager for Social Media ~ HSN ~ St. Petersburg, FL ~ 11/11-12/11
· Freelance Proofreader ~ Outback Steakhouse / Randstad ~ Tampa, FL ~ 10/11-10/11
· Freelance Copy Editor ~ Virginia Center for Policing Innovation ~ Richmond, VA ~ 10/09-12/09
 
Programs, Skills and Experience:
· Microsoft Office ~ Mac ~ PC ~ Windows ~ Dreamweaver ~ HTML ~ Content Management Systems (CMS) ~ WordPress ~ Hootsuite ~ Bitly ~ Publisher ~ InDesign ~ Photoshop ~ content management ~ copywriting ~ proofreading ~ editing ~ marketing ~ social media ~ advertising ~ customer service ~ call centers ~ project management ~ people management

Education:
· Virginia Commonwealth University ~ Richmond, VA ~ Mass Communications
